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1. Contributionp

(1) Distrivuted 60 pesghlets on saving spece through
records managaent at the Support Services oxhibit.

(2) W the installstion of a fllisg system in the
Eecoxds and Services Division in the Ufice of Rerscnnel
and in connection with it eliminated 3 cu. ft. of in-
active records.

(3) Completed the installation of & filing system in the
Cartography Dividon, (0.

{4) Completed six new and revieed forzs.

(5) The Hecords Center received 23k cu. fi. of inmetive
records snd destroyed 10 cu. ft.

b. Intengiole
(1) Conducted & trsining seselon in the subject-mumeric

£iling system for the Files Personnel of the Geograph
Bivielon, OBE.

2. Assignments - Active
a. Madit of Fecords Coutrel Schedoles
(1} office of Fersoumel.
(2} ore
(1) office of M/S.
Le installation of FPliing Sysboems,

See 1a(2) and 1a{3) anove.
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m;r-ugh‘;mm&mimm in process.
Revision of Travel Order, Form I 540,

Forms Management Survey, Printing Bervices Division.
Shalf Flle Installstions.

(1) Livrary/ocR.

{(3) Xep Librexry/ORR.
Piling Bystem for Biogrephie Profile, Office of Persommel.
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B ece 1oyout ana Bqutpoent Survey.
Industrial Reglster, Shelf File.
Secarity Office, Shelf Pile.

Survey of Vital Pewsonns} Records.
Graghice Fagister Index.
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opportunity to compere cur Records disposition program with
that in iodustry. The mmjor differences appesar to be in
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